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SIMON O'SHEA
110 EAST 89TH STREET
NEW YORK. NEW YORK 10022

593.2304
B583.23958
593.2306

April 14, 1870

TO: Frederick P. Haas, Esq. RE: Work Group Report
Cyril F. Hetsko, Esq. - g_r_l_"In-House"
H. Henry Ramm, Esq. Retrieval System

Paul D. Smith, Esq.
Addison Y. Yeaman, Esq.

Gentlemen:

A working group of industry experts has now completed those studies
which are deemed essential to form an educated opinion of the most
likely organizational and production structure of an "In-House"
Information Storage and Retrieval System: the staffing requirements
of such a system: the estimated annual operating cost during the
first year of an ''In-House'' operation: the non-recurring capital
cost that would be required in order to establish an "In-House"
System: and finally, estimates of how long it would take to reach

a fully operational status.

Fully operational status is defined as a system which would pro-
vide all of the services now provided by Information Interscience,
Inc. and process incoming documents at the 1969-70 contractual-
ly. defined rates.

As a result of the investigations of the work group of industry
loan consultants, it is now possible to report that an "In-House'
Retrieval System would require a total staff of 40 professional
and non-professional employees (See ''Information Storage and
Retrieval System''- Proposed Organization for Document Pro-
cessing. ).

The working group estimates that the first year operational costs
of an "In-House" Retrieval System would be $895, 755 (See "Infor-
mation Storage and Retrieval System-Capital Budget').
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The working group also believes that it will take a minimum of 12
months for an ''In-House' Retrieval System to become fully opera-
tional. This one year period is calculated from the date upon which
the Chief Administrator of the "In-House' System begins work.
Obviously, there would be a time lapse between the decision to
establish the System and the appointment of Chief Administrator
which would have to be added to the 12 month start-up estimate.
These four items: The '"Table of Organization;" the "Annual Operat-
ing Budget;' the "Capital Budget:" and the ""Calendar of Start-Up
Events'' are the most critical variables in arriving at a decision as
to whether an "In-House'' System should be established.

‘~uments presented here are based on extensive investiga-
- the work group which tcok the form of various formal
..2 1nformal reports and work papers. All of these reports and

work papers have been collected by the Project Office into a single
file. The content of this file is outlined in an attachment titled,
"In-House Information Storage and Retrieval System Reports and
Work Papers.' Any or all items contained in this file are avail-
able to General Counsel or their designees for more detailed
study.

In August, 1969, General Counsel indicated additional study was
required in order to furnish the data necessary to evaluate the
question of whether or not an ''In-House'' Information Storage
and Retrieval System should be developed.

In autumn of 1969, the Project Officer of the present Informa-
tion Storage and Retrieval System outlined the general struc-
ture of the additional required study of an "In-House'' Informa-
tion Storage and Retrieval System to Mr. Henry Ramm of R. J.
Reynolds Tobacco Company.

Once the general outline of the study was agreed upon, the Pro-
ject Office requested the help of the various participant com-
panies in the proposed investigation. The following industry

loan consultants were recruited and participated in the study

now being presented: Geroge Kristeller, Liggett & Myers Tobac-
co Company; George Stolpe, American Brands, Inc.: Dr. Frank
Colby and William Benbow, R. J. Reynolds Tobacco Company;
Donald Jennings, Philip Morris, Inc.; and W, T. Hoyt, Council
for Tobacco Research-U.S5. A.
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The actual "In-House' study was initiated by the Project Officer
and Mr. Kristeller, who visited 3i and gathered data necessary

to estatlish a basic picture of the current Retrieval System's
organization. Data on volumes of production in relation to staffing
requirements were developed. At the same time, financial data
on the costs of the 3i system were collected and made available to
the industry loan consultant working group.

Both the Project Officer and the members of the industry con-
sulting work group will be happy to make themselves available

for more detailed reviews of the ''In-House' situation. The

work group and the Project Officer have both concluded during the
course of this study that the costs of an 'In-House'' System are
increased by some ten to twenty percent if New York City is the
required site of the operation. Higher rents and salaries are

the principal source of the New York City cost premium.

In order to compare the costs of the current 3i operation with the
estimated costs of an "In-House'' System, Counsel will undoubt-
edly wish to consult the Calendar 1970 Operating Budget proposed
by Covington & Burling in their letter of January 3rd, 1870. The
proposed Calendar 1970 costs after deducting the special payments
to 3i authorized in August, 1969 are $700, 031.

The Project Officer would like to thank all of the companies who

made members of their organizations available for this study and
would also like to thank the members of the working group.

Simon O'Shea

SOS:mse
Encl:
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PROIOSED ORGANIZATION IFOR DOCUMENT PROCHISSING
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"In-Zouse" Operation - Information Storage and Retrleval System

ANNUAL OPERATING EBUDGET

Type Expense

Salaries and payroll taxes, Revised
Otner related payroll expenses, Revised
Rental expenses:

Office space
I3M eguipnent:

o Viocdel No. 029 Keypunch Units $ 1,900
1 Model No. 082 Sorter 1,000
1 Viodel No. 9955 Micro-

Copier/Reproducer 12,000

Xerox 2L0OC machine
ZD? Operations - Service Bureau

Miscellanscus travel, and carefare,
taxi meal expenses, including
New Verx intracity library
trznsportation

Iiorary:
Subscripticns to periodicals, etc. 15,000
Stationery and supplies:
Aperture cards ’ 6,000
Toner for Xerox 3.2.1 system L ;100
All otner 5,000

Telepnone and telegrapn

Maintenance and repairs:

Service contract 3.2.1 machine - . 3,600
N+-"mar 2 NNN

Budgeted
Annual Foctnote
Cost Reference
465,000 (1)
86,000 (1)
136,000 (2)
14,900
12,000
3L ,000
20,000 (3)
15,000 (=)
15,000
10,000 (E)
A Ann >"<'
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"In-House" Operation - Informetion Storage and
Annual Operating Budget

Pecapitulation of Salaries and Related
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Tctal Salaries and Peyroll Taxes
Tctel Salaries and Peyroll Texes for Budget
ther Felated Pavroll IXrenses:
nOorsnents Comper.satiln Lnsurance
.27 of S&LL LOO Total Annual Salaries

Grovp iTe aqd Sealth Insurance

L of SLLL LQC Tctal Annual Salaries
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Sheet 2 of 3
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"Th_House" Operw.ion-Information Storage ana Retrieval System
ANNUATL OPZRATING BUDGET
: SATARIZES
Number
Reguired
Individual cf eacnhn Tota:
fnnual Classifica- Annual
Personnel . Salary ticn Salary
Zxecuvive:
T Crhier sdministrator $30,C00 1 $£30,000
Director-
Zditorial Services 22,000% 1 22,000
>roduction Services 4 000 1 14,000
User Services lo 000 1 16,0C0
Systems and Data
Processing 22,000 1 22,00CC
Total Zxecutive 5 ~ob, UCT
Prciressional:
Tditor 13,C00 2 32,000
Atstractor L 000 5 72,000
Scenner *2 C00 2 2L [0co
Selector 12, 000 1 12,0C0
Systems Analyst 16,000 1 1&,0CC
Programmer Oserator ¢2,000 1 12,000
Tctal Proifessional 1 SRS
trer:
Date cditor J,uOO 1 c,0c0
izliograpner: u,00u 2 12,000
Litrery Clerk ,700 2 13,800
Lccessicn Clerk 6 7OO 2 13,%k0¢C
Procireader and Typist 7,300 L 29,200
¥erox Crecker/Ocerator 7,300 2 18,500
®rcduction Control Clx 7,800 1 7,0C0
ZDP Keypuncnh Typist 7 000 2 14,000
Secretary ' 7,80C 5 39,30
Secretary Aassistant 7,000 2 14,000
Tectal Otk 23 270,00
Grend Total =G SCoeL ,50C
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Tn-Zouse" Opera on-Informetion Storage anc _letrieval Systen
ANTUAT OPTRATING 3BUDCGET

DATATT MAVT
SaraVoLl l.n..‘.LS

. Unemplioyment Lasurance

Stete
mTCA Teceral State Digerility
4,c% to A% to 2% to * 2,507
$7,800 $3,000 $3,000 $3,000
Personnel gzch eacn eacn eacn

)

L

—Kecutlive:
Crier Laministrator. $ 374.40
Director
Zditorial Services 374,540
Procucticn Services 37L.40
User Services 37L.L0
Systems ané Date

’recessing

(@5 OV

Tctal Zxecutlive 1,272.00 s 20.80 & £zC.00 o ZEo.ot
Prcfesszlcnal:
2aiter 742.20
Listractor 1,872.00
- Ao~
Scennar 7=2.20
Selector R74.L0
Srstems Lnalyst 375,80
rogrozmrmer Operaicr 37h. Lo
Tcoial Prcleszslonael e = IO S HN] LY
Cirer:
zta Zlitor 374.L0 -
i jalohe 7hec.z
Titrary AL3 .20
lcc2zelon Clarx ck3,zo
Troofreader and Tusist  1,401.50
erox Clecker/Cperzior 700.5
rrodactlion Control Clk 7L Ly
IDF Yeorpuncn Tuoist 072.00
Zecretary 2,372.00
ZTecretery Azsistant §72.0C
T“oteal Cther - 0e.=0 2L LC0 2,072.C0 RKEAPIN
Grand Tctzl w14 ,407.20 vHoT. 00 v ,0CC.0V lgluwewd
cocuree Annuel salary Tigures estimatad oy Giorking Group during
12/% - 12/S meeting, apdroved oy S. O!'Shea.
Items above with asterisx (¥) estimated dy r. Coldby and
azproved Ty S. QO'Srea.
ased

AZY otner items t©
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"Tn-House" o;i)ation-Information Storage _1d Retrieval System

CAPITAL BUDGET

Description Estimated
_ Budgeted rootnote
Furniture and Egquipment: Cost Reference

Desks, Cheirs, Tables, Bookcases, riles

and otner Miscellaneous Furniture Items $ 32,000 1
4 Aperture Card riles 1,400 2
12 Document Files 4,800 3
Data Processing Storage Area Equipment’ 1,900 4
27 IBM Zlectric Typewriters 15,000 5
Itek Business Products Equipment:

1-PD 3536 Cemera $10,000

1-No. 335 Transflo Processor and

Iawler Reguleting Valve 4,000 ,

1 Viewer Mounter No. 52150 4,600 18,600 S
i -Xerox 3.2.1. Machine 36,200 7
i -Microfilm Viewer 1,500

Total rurniture and Zgulpment 111,500
Otner Stert-Up Cost:
Recruitment Fees and Employee

Relocaiion and Moving Expenses 70,000 Q)
Leasenold Improvements 8,000 10
Telepnone and TWX Installation , 3,000 11
Moving Fiies-3i, Pniladelpnia to New York 3,000 3)
Librery Reference 3ooks 5,000 12)
; Total Otrer Sgart-Up Costs . 222888
ontvingency ~un
Total zstimated Capital Budget 220,500
Tcctnotes:

=

Quctation from Macey-rowler, Inc. N.Y.C.
details, prices, etc.
bstimated by S. 0'Shea-TAB Products Co. as Supplier
Estimated by S. O!'Shea-Anticipated purchase from 31
Zstimate supplied by W. S. 3enbow
Memorandum from tne American Tobacco Co's Corp. Purchasing
Based on Itek Business Products' January 29, 1970, guotation
o S. O'Shea
Zstimate included in S. 0'Shea's December 23, 1569, file memorandunm
Zstimate furnished by S. 0O'Shea
Gased on file memorandum of March 17, 1970
Estimate bpased on CTR experience, giving consideration to possibdle
special architectural, acoustical, air conditioning, etc., require-
ments
Zstimate based on CTR experience
Estimate furnished by F. G. Colby

NN NN TN —
OUL T Y

i\O O

O P A e’ ~
S

TN
[ =]
N =
s

LG 2020793

Z*/C\‘ 18 3 AL



Appoint Chicef
Administrator S

__:“s,wv:ﬁo_:m_u?.
mm/ #wcwp.a

llire Dircctor
ditorial

flire Divector
. Production

{{irc Divector
User Scervices

[lire Remaining
Staff

_wom/x\/:m:,wo::m

- Slart Computer
Availability
(Parvt Time)
(Repulay)

Scelecl & Ocoupy
Office Space

Purchase Faguipment

Fucniture, Supplices

START UP CA _.u_.w._,/“_.v\,/._w By ,/l:.v?t_.:

3 4 0D 6 7

————— e XD LT T, 2T S

ST T

o § 40 A B A e s T e LY T o TP 3 s s T

8

LG 2020794

— A

P

t

P,

- |$29 ¢

[ L5



P

® | )

IN-HOUSE INFORMATION STORAGE AND RETRIEVAL SYSTEM
REPORTS AND WORK PAPERS

A, PRODUCTION
Production Flow Chart
Production Flow Chart - First Draft

B. ORGANIZATION
Organization Chart
Functional Description by Department
Job Descriptions
Staffing/Productivity Study
Staffing Level and Salary Estimates
Chief Administrator - Job Qualifications
Technical Staff - Job Qualifications
Siaff Training & Assignments

C. START-UP CALENDAR

D. BUDGET
Annual Operating Budget
Capital Budget ‘

E. PHYSICAL
Office Layout
QOffice Furniture & Equipment

F. EDP
EDP System
EDP Staff - Job Qualifications
EDP Salary Estimates
Contracted EDP Services - Specifications & Agreement
EDP Personnel Salary Study
EDP Equipment

G. APERTURE CARDS
Aperture Card Production - Equipment & Estimaies
Contracted Aperture Card Production
Xerox 3.2.1
Microfilm Production Equipment

H. LIBRARY
Journal Subscriptions
Library Facilities - New York City

I. MISCELLAXNEQOUS
3i Personnel Participation (Time Charges)
3i Salary Raties
31 Budget
Publicatiions Control
Document Envelope Preparation
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